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POLI CE COMVUNI CATI ONS SUPERVI SOR

(Competitive Class)
DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a responsible position in the
communi cations division of the police departnment, the primry
duties of which involve supervision of Police Conmmunications
O ficers. The enmployee of this class nonitors the work of
subordi nate enpl oyees and provides training as necessary. The
Pol i ce Conmuni cations Supervisor provides for the general care,
mai nt enance and use of departnmental conmunications equi pnent,
and supervises the preparation and naintenance of division
records and reports. The enployee of this class receives
general instructions and perforns independently in npst areas.
The Police Comrunications Supervisor reports to and has work
reviewed by the Police Major assigned to the Support Services
Di vi si on.

EXAMPLES OF WORK

Exanples |listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which nmay be | ogqical
assignnents to this class.

Supervi ses Police Conmmunications Oficers in the performance of
di spatchi ng duties. Del egates authority to subordinates for the
nore effective operation of the division. Assi gns work
schedul es and duty areas seeing that all shifts are properly
manned. Eval uates work performance of subordinates and wites
enpl oyee evaluation reports. Counsel s enpl oyees who are
experiencing work problenms and discusses work performance.
Resol ves enpl oyee conpl ai nts and gri evances. Provides technical
assi stance to subordinates. Prepares training materials and
provides training in departmental dispatch procedures and the
operation and use of comrunications equipnent. | nspects the
appearance of equi pnent and personnel and approves | eave.

Supervi ses the preparation and mai ntenance of division records
and reports by review ng records conpl eted by subordi nates and
periodically inspecting systens and facilities for maintaining
such. Keeps records and wites reports concerning division
operations. Devel ops new fornms or revises old ones in order to
i nprove accuracy and efficiency of docunmentation. Provides for
and insures that accurate division records are nmaintained.
Retrieves information fromrecords for any persons authorized to
request such information. Wites letters in answer to witten or
oral requests addressed to the comrunications division or as
needed to handle problems or to address other needs of the
communi cati ons division. Conpiles and anal yzes data needed for
reports. Personally conpletes fornms and records required.
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Assi st in answering energency and non-energency tel ephones for
the police departnent, taking appropriate action as designated
by departnment policy. Determ nes unit to be dispatched and
di spatches unit follow ng departnmental procedures. Oper at es
control board for individual pocket pager system to call
desi gnated officers when necessary. Keeps track of the | ocation
and status of enmergency units at all times using the conputer-
ai ded di spatchi ng (CAD) di spl ay. Takes requests fromunits and
provides for requested assistance following departnental
procedures. Watches or listens to nonitors registering burglar
alarms and foll ows established procedures when such alarns are
received. Operates office paging or intercom system to relay
nmessages and information to departnent personnel.

Recei ves conmpl aints over the tel ephone or from other sources,
t aki ng as nmuch i nformati on as possible fromcaller such as nane,
address, nature of problem and any other information required
by departnental procedures. Enters all conplaints and rel ated
information into conputer by use of conputer keyboard, using
appropri ate codes and signals.

Supervises the general car e, mai nt enance, and wuse of
departmental comruni cati ons equi pnent. Provides for the repair
of any mal functioning conmunications equipnment according to
departnment procedures.

Operates teletype and conputer keyboard and uses designed
teletype and conputer codes to send or receive nessages
concerning drivers |icenses, runaways, crim nal records, or
related matters from NCIC or other |aw enforcenent agencies.
Notifies special units of agencies designated by departnmenta
procedures in special or emergency situations.

Perfornms any related duties as assigned.

QUALI FI CATI ON REQUI REMENTS
Unl ess otherwi se specified, all requirenents |isted bel ow nust

be nmet by the filing deadline for application for adm ssion to
the test.

Must neet all requirenments of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es.

Must have a high school diploma or a valid certificate of
equi val ency issued by a state departnment of education.

After offer of enployment, but before beginning work in this
class, must pass a physical examnation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denobnstrate good health and physica
fitness sufficient to perform the essential duties of the
position, with or without accommdati on.
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Must have at least four (4) years full time dispatching
experience in a comunications division of a |aw enforcenent

agency.

VWM 08-02-06



